Entering Grades into MyGoucher

1. Use your web browser to go to https://my.goucher.edu

If prompted for a username and password, use your Goucher network\email username and password. When
entering your username, remember to enter it as gcadmin\username, then your password, as in the screen
below.

Authentication Required E|

] Enter username and password for "goucher.edu at htkps: ffmy.goucher.edu
User MName: %

geadminiusername

Password:

********l

[] Use Password Manager to remember this passward,

[ OK l ’ Cancel ]

2. When you enter MyGoucher you will be on the Home tab. Click on the word Faculty to go to the Faculty tab.

myGOUCHER

Home Students | Faculty

3. If today’s date is after the last day of classes, use the Enter Grades link in the Course Schedule portion of the
Faculty page, at the top middle portion of the page.

Course Schedule
» Review Past/Future Schedules
e Review Past/Future Rosters
» Class Roster with Photos
» Academic Progress Reports (APRs) - Faculty

s Enter Grades -=enlifl———o———

» Search for Advisees | View information on how to use the Search function

If today’s date is before the last day of classes, then you can click on the Gradebook icon underneath the Course
ID in the Course Schedule portion of the Faculty page.
View other yearfterms

2007 /Summer/PB Summer Term

Course [}\ Detail
CHE 540 Prin of Chern I Qccurs: May 25, 2007 - Jul 13, 2007

& = Lectureflab ¢ 001
Goucher College / Kelley Lecture Hall /KL G35

8:008M - 10:20AM Mon / Tue / Wed / Thu / Fri

4. Underneath the course number there are two icons:

" is the class list icon. Click on this icon to retrieve a class list.

® is the gradebook icon. Click on this icon to enter grades for the class.



5. When you click on the gradebook icon, a similar screen with your students’ names will appear:
==
: g0 Firial 22 Options E-rail Dowunload stz arades are chosen
a View: l\ﬁ L e Il L= from the list provided.

This secimn is not open for midterm grading.

cmd.n,pe

Black. Marizza & 0r-*517567  Post-Bacc Credit

a ] [Bhweiiiirn, Laies Marshod Q202862 Post-Bace Credit
a [] Beoumar, briel lustine 0303402 Post-Bacc Credit
Cabsa-Frigdrian Alesesznde: Zhzakbath Ouz0Zi a5 |Post-Bacc Credit

3 ] |Digat. Dowriaz Vincant 0rz0z:4:1  Post-Bacc Credit
[ |Dietich, Tiisabeth Marga 02202527  Post-Bacc Credit

a [] |Dil. Lawra Loigh OC 03575 Post-Bacc Credit
a [[] |Eisenberg. Emily Bzbansy 0020622 |Post-Bacc Credit
] |Ge:st, Anciees Bapiamin 0G202.7%3% | Post-Bacc Credit

a ] |Gur=wegrdens, Delzn Soasnghe 062023673  Post-Bacc Credit
3 ] [Honar finey ik-abeis 00:16-36.  Post-Bacc Credit

06402312 Post-Bacc Credit
Qo=0Ea2y Post-Bacc Credit
Q2745 Post-Bacc Credit

[] |MacMamars Mdnnina Meghes Talin 00027381 |Post-Bacc Credit
a ] [Meigram Clos 007Ny X Post-Bacc Credit
3 ] [Op: ovimar, Aena Kate o 0C:02:54Us  Post-Bacc Credit
F] (Pt Svmpes Safidaen 06203405 Post-Bacc Credit
a [[] |Philline, Mizoiz Alearis 0Cr01.°8 © Post-Bacc Credit
[] (R, Matai ] e i o Audit
* Withdrawn student You may have Remember to

multiple pages of

'\i Pageuf2 \i students Reset l gf:jezuur

6. You can change the number of students listed per page by clicking on the Options button in the upper middle

portion of the page.
e |
[ view: D B
T

That will open the following window:



Edit Course Manager Preferences
Course Manager Preferences information is used to determine how to display courses in the Course Manager.

Studerits Displayed Per Page: [o @
Columns Displayed Per Page: g @

@ Return to Gradebook

Enter the number of students per page that you wish to see and click the save button.

7. Select a grade from the list provided for each student.

a. Your entire class roster may not be visible on one screen. You can see other pages of students by using
the Page drop down list box in the lower left hand corner of the screen

b. Make sure you have given a grade to each student.

c. Please remember to save your grades.



